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Administering Medicines Policy 
 

 
This policy is written in line with the requirements of:- 

• Children and Families Act 2014 - section 100 

• Supporting pupils at school with medical conditions: statutory guidance for governing bodies of 
maintained schools and proprietors of academies in England, DfE Sept 2014 

• 0-25 SEND Code of Practice, DfE 2014 

• Mental Health and behaviour in schools: departmental advice for school staff, DfE June 2014 

• Equalities Act 2010 

• Schools Admissions Code, DfE 1 Feb 2010 
 

This policy should be read in conjunction with the following school policies: 

• Supporting pupils with medical conditions 

• Safeguarding Policy 
 
This policy was developed with parents/carers of pupils with medical conditions, representatives 
from the governing body and healthcare professionals and will be reviewed annually. 
 
Managing medicines on school premises and record keeping 
 
At Worth Primary School the following procedures are to be followed: 
 

• Medicines should only be administered at school when it would be detrimental to a child's 
health or school attendance not to do so. 

• No child under 16 should be given prescription or non-prescription medicines without their 
parents written consent (see template B) - except in exceptional circumstances where the 
medicine has been prescribed to the child without the knowledge of the parents.  In such 
cases, every effort should be made to encourage the child or young person to involve their 
parents while respecting their right to confidentiality. 

• With parental written consent we will administer non-prescription medicines except aspirin or 
medicines containing aspirin except prescribed by a doctor.  Medication, e.g. for pain relief, 
should never be administered without first checking maximum dosage and when previous dose 
was taken. Parents should be informed. 

• Where clinically possible, medicines should be prescribed in dose frequencies which enable 
them to be taken outside school hours. 

• Worth Primary School will only accept prescribed medicines, with written permission from 
parent/carer that are in-date, labelled, provided in the original container as dispensed by a 
pharmacist and include instructions for administration, dosage and storage.  The exception to 
this is insulin which must be in-date, but will generally be available to schools inside an insulin 
pen or a pump, rather that its original container. 

• All medicines will be stored safely in the school office. Children should know where their 
medicines are at all times and be able to access them immediately.  Where relevant, they 
should know who holds the key to the storage facility-office staff.  Asthma pumps are stored in 
the office unless child requires asthma pump frequently, then it will be stored in class or on 
child if the child is in year 5 or 6. 

• Medicines and devices such as asthma inhalers, blood glucose testing meters and adrenaline 
pens should be always readily available state where and not locked away. Asthma inhalers 
should be marked with the child's name. 



 

 

• During school trips the first aid trained member of staff will carry all medical devices and 
medicines required. 

• A child who had been prescribed a controlled drug may legally have it in their possession if 
they are competent to do so, but passing it to another child for use is an offence.  Monitoring 
arrangements may be necessary.  Otherwise we will keep all controlled drugs that have been 
prescribed for a pupil securely stored in a non-portable container and only named staff will 
have access.  Controlled drugs should be easily accessible in an emergency.  A record should 
be kept of any doses used and the amount of the controlled drug held in the school. 

• Staff administering medicines should do so in accordance with the prescriber's instructions.  
Worth Primary School will keep a record of all medicines administered to individual children, 
stating what, how and how much was administered, when and by whom.  Any side effects of 
the medication to be administered at school should be noted.  Written records are kept of all 
medicines administered to children.  These records offer protection to staff and children and 
provide evidence that agreed procedures have been followed. 

• When no longer required, medicines should be returned to the parent/carer to arrange safe 
disposal.  Sharps boxes should always be used for the disposal of needles and other sharps. 

 
Unacceptable practice 
 
Although staff at Worth Primary School should use their discretion and judge each case on its 
merit with reference to the child’s individual healthcare plan, it is not generally acceptable practice 
to: 
 

• Prevent children from easily accessing their inhalers and medication and administering their 
medication when and where necessary. 

• Assume that every child with the same condition requires the same treatment. 

• Ignore the views of the child or their parents\carers; or ignore medical evidence or opinion 
(although this may be challenged). 

• Send children with medical conditions home frequently or prevent them from staying for 
normal school activities, including lunch, unless this is specified in their individual healthcare 
plans. 

• If the child becomes ill, send them to the school office or medical room unaccompanied or with 
someone suitable. 

• Penalise children for their attendance record if their absences are related to their medical 
condition, e.g. hospital appointments. 

• Prevent pupils from drinking, eating or taking toilet breaks whenever they need to in order to 
manage their medical condition effectively. 

• Require parents\carers, or otherwise make them feel obliged, to attend school to administer 
medication or provide medical support to their child, including with toileting issues.  No parent 
should have to give up working because the school is failing to support their child’s medical 
needs; or 

• Prevent children from participating, or creating unnecessary barriers to children participating in 
any aspect of school life, including school trips, e.g. by requiring parents to accompany the 
child. 

 
Liability and indemnity 
 



 

 

Worth Primary School has Risk Protection Arrangement (RPA) membership with the Department 
for Education. 
 
Complaints 
 
Should parents\carers be unhappy with any aspect of their child’s care at Worth Primary School 
they must discuss their concerns with the school.  This will be with the child’s class teacher in the 
first instance, with whom any issues should be addressed.  If this does not resolve the problem or 
allay the concern, the problem should be brought to a member of leadership team, who will, where 
necessary, bring concerns to the attention of the Head Teacher.  In the unlikely event of this not 
resolving the issue, the parent\carer must make a formal complaint using the Worth Primary 
School Complaints Procedure. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Record of medicines administered to an individual child 
At Worth Primary School 

 
Name of Child:  ________________________________________   
 
Year/Class:  ______________________________   
 
Date of Birth:   ______/________/_______  
 
 
Name and Strength of medicine ________________________________________________ 
 
 
Dose and frequency of medicine_______________________________________________ 
 
 
Date Medicine Provided____________________      Quantity provided__________________ 
 

 
 
Date /      / /      / /      / 

Time given    

    

Dose given    

Name of Staff 
Member 

   

Staff Initials    

 
Date /      / /      / /      / 

Time given    

Dose given    

Name of Staff 
Member 

   

Staff Initials    

 
Date /      / /      / /      / 

Time given    

Dose given    

Name of Staff 
Member 

   

Staff Initials    

 
Date /      / /      / /      / 

Time given    

Dose given    

Name of Staff 
Member 

   

Staff Initials    

 
Signed Staff  
                                                                                                                             Date  
 
Signed Parent 
 



 

 

Date /      / /      / /      / 

Time given    

Dose given    

Name of Staff 
Member 

   

Staff Initials    

 
 
Date /      / /      / /      / 

Time given    

Dose given    

Name of Staff 
Member 

   

Staff Initials    

 
 
Date /      / /      / /      / 

Time given    

Dose given    

Name of Staff 
Member 

   

Staff Initials    

 
 
Date /      / /      / /      / 

Time given    

Dose given    

Name of Staff 
Member 

   

Staff Initials    

 

 
Date /      / /      / /      / 

Time given    

    

Dose given    

Name of Staff 
Member 

   

Staff Initials    

 
 
Date /      / /      / /      / 

Time given    

Dose given    

Name of Staff 
Member 

   

Staff Initials    

 
 
Date /      / /      / /      / 

Time given    

Dose given    

Name of Staff 
Member 

   

Staff Initials    



 

 

 

 
 

CHEAT SHEET 

Administering medicines in school  

 

The table below contains advice that members of staff can refer to when administering medicines to 
pupils in school. It is based on the Department for Education’s statutory guidance on supporting pupils at 
school with medical conditions. 

 

 Remember that any member of school staff may be asked to provide support to pupils 
with medical conditions, but they are not obliged to do so 

 Check the maximum dosage and when the previous dosage was taken before 
administering medicine 

 Keep a record of all medicines administered. The record should state the type of 
medicine, the dosage, how and when it was administered, and the member of staff who 
administered it 

 Inform parents if their child has received medicine or been unwell at school  

 Store medicine safely 

 Ensure that the child knows where his or her medicine is kept, and can access it 
immediately 

 
 

 

 Give prescription medicines or undertake healthcare procedures without appropriate 
training 

 Accept medicines unless they are in-date, labelled, in the original container and 
accompanied by instructions 

 Give prescription or non-prescription medicine to a child under 16 without written 
parental consent, unless in exceptional circumstances 

 Give medicine containing aspirin to a child under 16 unless it has been prescribed by a 
doctor 

 Lock away emergency medicine or devices such as adrenaline pens or asthma inhalers 

 Force a child to take their medicine. If the child refuses to take it, follow the procedure in 
the individual healthcare plan and inform their parents 

 
 

DO 

DON’T 

https://www.gov.uk/government/publications/supporting-pupils-at-school-with-medical-conditions--3
https://www.gov.uk/government/publications/supporting-pupils-at-school-with-medical-conditions--3

